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FI RE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duties of which are processing and maintaining fire
personnel and departnental records, and reports of activity. The
Fire Records Clerk perfornms data entry and retrieval tasks, such
as entering departnment record information into conmputer,
mai ntaining hard copy files, and extracting information as
needed. The enpl oyee of this class handles routine requests,
answers and directs tel ephone calls and addresses visitors to
the departnent. The Fire Records Clerk perforns routine duties
i ndependently, reporting to and having work reviewed by the Fire
Chi ef .

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Recei ves, reviews, and processes department records, reports,

i nt erdepart ment al correspondence, and other materials in
accordance with departnmental procedures. Verifies records and
reports for conpl et eness, accuracy, and conformty to
establi shed procedures, correcting errors in records and
reports, or returning them for correction. Enters routine

information in department records, such as accounting or
personnel records and incident reports. Conpletes all forns or
records as required. Reads graphs, charts, manuals, records,
reports, or related departnent docunents. Conpiles, organizes
and anal yzes data from records. Maintains roster of pertinent
i nformati on on departnent personnel, incorporating new enpl oyee
information. Proofreads typed material and corrects errors.

Setsup afiling systemand revi ses such syst emwhen necessary. Logs
all received material as directed. Arranges filing systemin hard copy
files or conputer dat abase, and fil es correspondence, forns, records,
or reports al phabetically, nunerically, chronol ogi cal |l y, geographically
and by subj ect matter. Locates and retrieves information or docunents
fromhard copy or conputer fil es as necessary. Extracts information or
summari zes contents of files as directed. Reviews such material in
order to determi ne content and sorts appropriately. Provi des
duplicates of materials, such as bills of financial transacti ons.

Assi gns cross-indexi ng nunberstofiles simlar incontent needing
mul ti pl e headi ngs. Maintains alibrary or archives of materials for
future use or reference by departnent personnel.
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Operates a conputer term nal using various applications, includinga
wor d processing program inorder toenter or retrieveinformtionfrom
files. Qperates a facsi ml e nachine, a copyi ng nachi ne and a cal cul at or
or mat hemati cal conputer software.

Mai nt ai ns the i nventory of supplies and equi pnent for an assi gned
di vision. Orders and di stri butes supplies and equi pnent as requi red.
Meets with sales representatives to review products and makes
recommendat i ons.

Acts as receptionist to departnment visitors, and answers and
pl aces telephone calls, handling questions or requests from
visitors or callers to the station. Directs visitors or
transfers callers to the appropriate individuals follow ng
departnmental procedures. Prepares accommodati ons for mneetings
within the departnent. Processes outgoing nmail and
i nterdepartnental correspondence.

Perfornms public relations duties such as answering tel ephone i nquires
and questions for the public about the operation of the department or
any rel ated areas of departnmental operations.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application for adnm ssion to
t he exam nati on.

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica

fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Applicant rnust possess one of the following: high school
di pl oma, general educational developnent (G E.D.)certificate,
hi gh school transcript, affidavit fromthe issuing high school,
associ ate’s or bachel or’s degree, or college transcript, any one
of which must indicate that graduati on has occurred or a degree
awarded. A certification of conpletion shall not be sufficient
to substitute for a diploma or G E.D. certificate.
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